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PURPOSE SN N TR Y Yy
/"\ “\ \‘\ \\ N \-'\ -‘"‘- r’{
To record the receipt of samples and the analyses reque§ted to assrgn sample udeﬁt]ﬁc’atlon
numbers, and to store samples under appropriate cond|t|ons :;;j_ L
(, o~ “ -.,.\\ “\ " .
SCOPE \“x\\ \‘\\‘l‘" \‘\\~ \\‘\\ "\\‘ "\\'\.\ //
"’A\\. \\ L N \\ ,-B

‘\\ \
All samples sent to AXYS for analy5|s must be co“rrectly Iegged-m prror to proceedlng with
analytical testing. Log-in procedures mclude the foll0wmg steps ’ R

» receipt and inspection of samples o ,
verification that sample acgeptance cntena are SatISerd
assignment of a contract number and AXYS 1D numbers

« generation of a LIMS Logrrr Cham-of—Custody Report
o labelling of sample contalners e '
. storag e of sampl 35, /; " \ ;

. documentatron of atgove procadyres ,‘

\ \\

Samples are- recelved by ‘the Sample Recennng Chemlst or Purchasing and Receiving
personnel. Sample. |og in-is. done by the Sample’ Receiving Chemist only. In the case of
absence or after—hours dellvery “a PrOject Chemlst or a Laboratory Services Chemist, trained in
sample recelvmg procedLIres may perform 1he ‘sample receiving and log in tasks.

PrOject Chemrst or Sample Recelvmg Chemlst reviews and approves all sample login

PROCEDU RES

Often, AX?S hae advan(se notice of the shipment of samples. A Project Chemist or Client
Services Manager natifies the Sample Receiving Chemists and Purchasing and Receiving
personnel of an expected dellvery They provide the following information as available:

- Client name and contact number
- Name of the courier and tracking (waybill) number OR

the name of the individual making the delivery and a contact number
- Approximate date of delivery
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. -..\‘ . . . y
- Number and type of sample SN N “\‘?:QM \--\ ¢ \
- Any special instructions AN /
7 4 \ “‘\\ ™, N \l\\//
. . . "{,(/ }/} t\‘ \\\\ \‘\\. / ,f!
Monday — Friday Deliveries \,f

P
N,

time. If the delivery is to be later than the close of busmess they contact the PFOJECt Chemist or
the Client Services Manager. They W|Ii contact the cllent regardlng ‘the’ delay and make

Saturday Deliveries < ,,;:f’\“_‘\"
\\ {" muv"\s.\\ .\\‘ ) ‘\ \\‘\\ /’f \‘\\\‘\‘\,1’
A list of contact numbers |s posted |n the Sample Recelvmg Area and in the Purchasing and
Receiving Office. _‘/ S S el “

.. .. ~ K
A e .. }

1. For Saturday dellverles, the Sample Recewlng Chen‘llst tracks any expected samples with
the courier company on the prewous F‘rlday and ensures that the samples are tagged by
the courier for Saturday delivery if the delwery is delayed untii Monday, they contact the
Project Chemlst or Clienit. Serwces Manager by phone at their home and/or by pager. They
will attempt to- contact the ‘glient® regardlng the delay and they send an e-mail message to
these |rtd|V|duaIs about the Monday dellvery

x \a - - .
. \\ \\,

2. The Sample ReceMng Chemlst tracks the samples on Saturday morning to ensure there
are no. delays due t0 customs or-. paperwork If the expected shipment does not arrive by
3: 00 pm the Sample Recelvmg Chemist contacts the courier service to track the shipment.
They~ contact the F’rOJect Chemist or Client Services Manager by phone at their home
and/or pager If the, sample is still expected that day, they will make arrangements for after
hours dellvery If the shlpment is Iost or delayed unt|I Monday, they will contact the client

3. If the Sample Receiving Chemist is unable to contact the Project Chemist or Client
Services Manager, and they are unable to stay to receive the after hours samples, they
contact one of the Laboratory Services Supervisors or designee.

It is essential someone be at AXYS to receive the samples.
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Receipt of After Hours Deliveries AN N T
y % \ \\\\ \\\\/,
When the shipment arrives: J O N N
rm e o~ \‘x\ "\.\‘ \N ‘\\ \'\

1. The Sample Receiving Chemist completes the LIMS Sample\Recel\nng Log and records
the receiving information. \ S . s
2. The Sample Receiving Chemist stores\the samples Under the condmons specified by the
analytical method, in the approprlate storage locatlon as spec;ﬂed in- Table 1 “Summary of
Storage Facilities* of SLA-004, or in-the contraet. . i~
3. The Sample Receiving Chemist-sends_ aft-.e- mall message “to- the Project Chemist and
Client Services Manager notlng the delivery of samples ahd the date and time the samples
were received. AU T N T N
., . \\ »\ //
Samples submitted to the/ @bo(atory rqust be properly processed before the samples can be
handled in the laboratory. The flrst page of- an AXYS Sample ‘Receiving Record” (FSA-015) must
be completed for every sh‘lpment of samples recelved by AXYS. This form records the condition of
samples upon receipt and tndlcates whether" or not. the samples meet AXYS’ Sample Acceptance
Cntena Pages 1 and 2 of the AXYS Sample Recelvmg Record satlsfy the U.S. Envuronmental

samples. NN Ny

S—

Refer to the approprlate” Sémple Acceptance Criteria and Sample Storage Requirements section
of the relevant method document when carrying out the following procedures. Use the project
notes to determlne the correct method document(s). Record the information descrlbed below on
client-specified form. |f a cllent-prepared Chain of Custody form accompanies the samples, record
relevant information (e.g., received time and temperature) on the Chain of Custody form as well.
For samples received from the USEPA, also complete page 2 of the AXYS Sample Receiving
Record. Samples may have specific handling and storage instructions specified by the client. In
these cases, client or contract specifications supersede those listed below, and are to be adhered
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o /\\
to. The person logging in the samples is to include their name on the AXYS\Sample‘Recenﬁr)g
Record. SN IR /
. \ \ \\ AN ”, e . \

1.  When a shipment of samples arrives at the Iabo‘ratory record the}ouner waytﬂl*nur%ber (if
present), the client name, and the date and trme recelved on the Sampte Recervmg Record
(FSA-015) in LIMS. The LIMS generates and records a. unlque Recerpt Number for the
shipment and records the initials of the person recervrng the shlpment Record the
condition of the shipping container, notrng any damage . N

., S

2. Measure the temperature of the samples upon rec?elpt bymther (1) msertlng a thermometer
into the liquid of a cooler temperature “mdlcator bottle if present or (2) placing a
thermometer deep inside the contarner next to a sample contamer Use a calibrated
thermometer (+1°C) with a. measurabte range of at.least ~10-50°C. Allow the thermometer
to equilibrate for 3-5 mrnutes before recordmg the temperature Record the temperature.

N . S - “ " \
o ~.\ ., \\ - N

Compare the temperature readlng wrth the requrred sample receipt temperatures as
specified in the method Sample Storage Reqwrements or in the Project Notes. If samples
do not meet the temperature requrrements make ‘a note of thrs on the recervrng record.

sample defrcrencres \

3. Revrew the Chameof@ustody or other d,ocuments which accompany the samples and
record the information’ rncluded with, the documents Record whether preservative has been
added- ar, the addltron of preservatlve has been requested Log -in any samples requiring
Release the samptes rn the LIMS to the Lab Services group for pre-treatment. If
preservatron has.-been, requested notify the Sample Preparation Lab Manager. Attach
these documents to the AXYS Sample Receiving Record (or client specified log-in form). If
there is no sample o9 or’ documentation with the samples, notify the Client Services Manager
or Project Chemlst They will contact the client for instructions. Place the samples in
temporary stocrage until the proper docurmentation is available.

4. Record the presence or absence of custody seals. If the seals are present, record the
location of the seals, the condition (intact or broken) of the seals, and the custody seal
numbers, if present. If the seals have been broken, notify the Client Services Manager or
Project Chemist immediately. They will contact the client for instructions.
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5. Visually inspect the contents of the client's cooler(s} or b0x(es \I\iecord the%ndﬂronf’ of
sample containers, and verify that the samples- ‘meet" the sample reqmrements‘for the
requested method(s) (refer to method-specific Sample Storage Regwrernents) “"Record any
problems or discrepancies. For additional procedures regardlng the»preServaﬂon of aqueous
samples, refer to Steps 5 and 6 in the Sample Handllng Sectlon of this. SOP A any sample
jars are broken, or samples are damaged or- any sample acceptance cntenon is not met,
notify the Client Services Manager or Pro]ect Chemlst |rnmed|ately \They will contact the
client for instructions. If a damaged or broken sample can be' salvaged ‘contact Laboratory
Services Group personnel who are responsnble for transfer of- the sample to another
container. Note the damage to-the sampre “and the transfer operatlon on the Receiving
Record. In the LIMS “Comments” sectlon record any sample deficiencies, damage or
transfers to another contalner N S

6. Cross-reference the sample Iabel |nformat|\on W|th \the ollent sample log. If a Chain-of-
Custody form is ship’ped wrth the: samples use this to cross-reference the samples. If there
are discrepancies, rptrfy the. Client Serwces Manager or Project Chemist who will contact the
client for mstructlons Record defi mencmes on the Recelvmg Record.

e

7. If sample tags are present cross—reference the sample tags against the sample container
labels and agamst the Chaln of-CUstody or. client sample log. If there are discrepancies, notify
the CI|ent Serwces Manager or Prolect Chemist who will contact the client for instructions.
Record def C|enC|es on ‘the ReCelving Record

\ \ \

8. Stgn the Sambie Recelvmg Record when complete.

N ‘\

9. |If samples are from a new cllent or new contract, assign a new contract number from the
LIMS Account Llst Inform ‘the Client Services Manager of the new contract number. If a
contract number already exists for the client’s current work, then use the existing contract
number. Write the contract number on the client correspondence, Chain- of-Custody, and

receiving records. The followmg system is in place for assigning contract numbers:

Commercial Clients and Government Contracts:
Contract numbers between 2000 and 2999 and between 9600 and 9999 were assigned to
commercial clients and these are still used. As of 01 April 2000, sequential contract numbers
starting at 4000 are assigned to new commercial clients and government contracts.
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QA/QC Analyses: ,ﬂ\-\ el RN 5 N S
Contract numbers are assigned to mterlaboratery studles and p*erformance evalu‘éuon
samples. These studies are assigned sequentlal contract numbers startlng at 3000

10 Carry out the Sample Log-in procedures on the day the samptes are rece‘Ved ff this is not
possible, place the samples in appropnate gtemperarystorage as- follows

\ ‘\ T \ \

a) Put a label on the shipping contalner The Iabel should read "Not Legged -in" and have
client's contract number on it. ™. ; N

b) Put the container in the appropﬂate storabe area

¢) Record the and the storage locatioh- of the samples op the approprlate documentation
accompanying the samples File<in'the "Wo‘rk—ln-Progress" 516t in Sample Receiving area
and note the date recejved and Iocatlon of samples on the white board in the Sample
Receiving area. .~ ™. o

i - . %,
¢ S . R Y
[ . . i
. . R . \\ . /

e,

..V/' i

——

1. Access the LIMS as desonbed below to obtain the log-in ID for a client's shipment of
sample& ; N \
. Log on to Seedpatv N
Under “Sample Manegement" open “Log-in”,
. Select“New” for the LiMS assigned sample number.

2. The LIMS auton;iaticgtlx,,éssigns a unique AXYS Sample ID number to each sample. The
AXYS Sample ID is of the form LNNNN-N and is composed of the Login ID (the letter “L”
followed by four digits) followed by sequential numbers, one for each sample, starting at 1.
The “Login ID” (e.g. L1234) is a unique identifier for each set of sample(s) submitted by an
individual client. Write the AXYS Sample ID number beside the corresponding client sample
number on the appropriate client correspondence, including a client-supplied Chain-of-
Custody, any client specific form, and on page 2 of the Receiving Record, if necessary.
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3. Using the LIMS, log-in each sample under the client's- contract number abm if requrred upder
the client's “Project” or “Catalogue” number. As approprlate enter the feﬂowrng mformatlon

into the LIMS: T PN

1. the AXYS Sample ID number (generated automatlcally by the L[MS),

2. the matrix type (pulp, effluent, tissue, sedlment ete),

3. client sample identification (obtarn from the client supplred documentatlon and/or the
container label), PN RS ~

4. the date received S ;1’ .

5. the Receipt Number el A \‘:1-‘?.‘?_\%.&‘ .

6. the container type and number of cdntalners N

7. the collection date and time, .

8. the identity of the Sampler TN

9. the storage location, ™. . . SN 4

10. the assigned Project Chemjst \‘\ TN

11. the due date, which defaults to. 30 days or as specn’ ied by contract requirements,

12. the analysrs requesled (e. g dloxrns, ‘RAH, moisture lipids),

13. the Media Return LIMS |dentif|cat|on number

14. Comments - any other relevant\rnformatlon or instructions, including sample

defrcrencres “orif any samples need to be returned,
N S t_\

handwrttten or generated by the LIMS once the log-in process has been completed.
Handwrrtten labels must be_ prepared using a waterproof felt-tip marker. LIMS-generated
Iabels mclude the follewmg mferm‘atu)n

- AXYS ‘Sample- D number, "

- the chent sampte |dent|f|cat|en (obtalned from client documents and/or the sample label),

- the Perrmt Number rf -applicable (trssue or imported sediments
- the client Acceunt ‘Number

As a minimum, handwritten labels must include the AXYS Sample ID number.

In addition, when an individual sample is submitted in several sample containers, the
containers are to be labelled “1 of 2°, “2 of 2", etc. Currently this is done by hand.
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A Project Chemist or Sample Receiving Chemist, a person who dld not tog in. the“samplés
reviews the LIMS Login Chain of Custody Report, and. makes any neCessary correctlonSf In
the case of routine analyses such as “Precursors”, the Sample Recelvmg Chem|st who: Iogs-ln
the samples may approve LIMS Login Chain of Custody Report by S|gnature -and.“release”
the project in the LIMS to make the samples avaltable (|n the LIMS) for. Iaboratory analysns

- S . \f’
. . B

For most projects, a Project Chemist generates F’rOject Notes W(spedﬁc Work tnstructlons for
the laboratory), and then uses the LIMS to retease the: samptes for analySIs

When samples have been released by the Sampte Recelvmg Chem]st or by a Project Chemist
it is the responsibility of the Sample, Recelvmg Chemtst to- photooopy the approved Login
Chain of Custody Report and cr stribute coples to the appropnate Lab Manager(s) responsible

for the requested anatyses

. ‘\,‘

.

Give the original appr‘oved LtIVIS ]:ogln Chaln of Custody Report, the documentation
accompanying the samples and any other cllent dorrespondence and instructions to the Client
Services area for fthng in the approprtate chent ftle ‘

\

If |t is necessary to make changes to a. LIMS Logm Chain of Custody Report after

,\'\\

Sampln Lctg-m Sa N
S

Ifa sampte has been sent as a replacement or back-up sample, assign the samp!e a new
number. Note in the LIIVIS the 1D of the previous sample (e.g., Replacement for sample “....").

Receive injection ready sample extracts in autosampler vials, sent to AXYS for GC/MS
analysis, according to procedures in Section I Inspect the vials for damage, including
verifying the seal around cap. Report deficiencies to the Client Services Manager to discuss
with the client.
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2. If a damaged sample requires further action, e.g., tr”\nsfer\te énother autqsah‘tpler\igl

contact an Instrumental Analytical Chemist, who carrles out the reqtnred procedure . i
\ \.\ N S \;

3. Log the samples into the LIMS according to the’ procedur‘es |n\Sechen i, Place a label with
the AXYS ID number and client sample number on each wal It is- the responslbtllty of the
Sample Receiving Chemist to place these samples ln a Workgroup in- the L[MS in order to
initiate the analysis process. i;\ e el

L -Q\ .\ e \ \ .\

k‘w

Laboratory 1 refrigerator freezer unt|I Just prtor to analy5|s

Sample Handhng/Preservatton “‘ N ,,"’

Operations involving Handllng or Preservatlon of water samptes must be performed as sooh as
possible. It is essential. that personnel i the Laboratory Serwces are immediately notified of the
arrival of these samptes by telephene E Matl and/or pepsonal contact.

2 N AN
< ~,

requwed drylng of these samples is the responsmtllty of the Laboratory Serwces Group.

S

If drylng 3 reqwred Iog in'a LIMS “PRETREAT" product and notify the Laboratory Services
Group. of the recelpt ‘of wet pulps or sludges. If they cannot be dried immediately, place the
pulps in appropnate steragé “““ When the drying procedure is complete, store the dry sample
and excess wet sample and update the LIMS with the storage locations.

2. Effluents for Regular Chlorophenol Analysis

Effluent samples must be preserved with ascorbic acid as soon as possible if chlorophenolic
analysis is required. This is the responsibility of the Sample Preparation Laboratory.
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Notify a Project Chemist of the receipt of effluent sa,mptes for c\htorophenot @na|§5|s Tlge
Project Chemist will instruct the Laboratory Services. Group of the “details “of. preservatr
(preservative and amount). A Laboratory Services. Chemlst adds the preservatlve and notes
the preservation on the sample label and records the preservatlon and storage of these
samples in the LIMS. o . y S

Sediments for Chlorophenolic Analysis .. l""\ Ny '

é\. “\,_ “\ “\. "\. N
Sediment samples that have standing water must have the pH\of the water tested as soon as
possible if chlorophenol analysis is: requested Thls IS\the responslbrllty of a Chemist in the
Sample Preparation Area. Notlfy a Project Chemlst of the recelpt of sediment samples for
chlorophenol analysis that have standmg water e

Notify the Laboratory and- Sample Preparatlon Area of the recelpt of sediment samples for
chlorophenol analysis. A- Chemrst in. the LaboratOry “and Sample Preparation Area tests the
pH and makes any necessary 'pH adlustments accordlng fo SLA-013. The adjustments and
decantation is recorded on.the sample Iabet F|Itrat|on or centrifugation procedures may need
to be performed to prevent Io$s of ﬁne partlculate

ot
™~ \ e - "
.. L \\ \\_

Sediments w:th Standmg Waten

.

~»~:~

‘\ T

It may be neceSsary to decant standing water from sediment samples prior to storage at
-20°C. Filtration-or cenfnfugatgbn procedures may need to be performed to prevent loss of
fine partlculate Inform a Project Chemtst and the Lab Services group by e-mail if sediment
samples have standlng water The PrOJect Chemist will contact the client for instructions.

.
\ ... e \ ,,,,,,,,

If the anatytrcal method calls for a pH adjustment, immediately refer to the documentation
that accompanies the samples. Determine whether the pH check and adjustment were
carried out in the fietd.-If 6o, indicate that a pH adjustment is not required. If the pH check and
adjustment were not carried out or if there is some doubt, indicate that a pH adjustment is
required and notify the Laboratory Services Group. A Chemist from the Laboratory Services
Chemist performs the pH adjustment.

Notify a Project Chemist of the receipt of aqueous samples that require pH adjustment.
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6. Residual Chiorine in Aqueous Samples ‘\\ T \y

If the analytical method requires a check for resrdual chlorlne |mmed‘iately \ef\r to the
documentation that accompanies the samples. Determlne whethere resrdual chtonne check
and adjustment were carried out in the field. If 5a; indicate thata residual chlorine adjustment
is not required. If the residual chlorine check and adjustment were notcarrled out or if there is
some doubt, indicate that a residual chlorine. adjustment is requlred and nqtlfy the Laboratory
Services Group. A Laboratory Servrces Chemrst performs the check and preservation
following SLA-073 or SLA-075 (if requ;red) R

/ R o
Notify a Project Chemist of the rec\,elpt df aqueou\s samples that reqmre residual chiorine
check and adjustment. - W o

\ .
) o e N N
7. Composite Samples N Y
‘,‘ \=.‘ ‘\l‘\ e L . h ._\‘ . i
. \\ \ \ /

AXYS is often requested to prepare a composrte sample from several individual samples.
Upon receipt, perform the usual pre- Iogglng mspectlon as per steps 1 to 4. Unless otherwise
instructed by the F'roject Chemlst Iog in the samples accordlng to the following procedures:

Each mdrwdual sampte used in, preparatlon of a oomposne sample (including samples which
may be totally consumed in the preparetlon of a composite sample) is logged into the LIMS

\\\\\\\

are to be given ; a LIMS “COMPOSITE” Analysrs Product. Assign the composﬂe sample a
unique AXYS 1D nurnber (the "cllent identlflcatron” of the composite sample may be specified
by the chent) The composﬂe sample is to be given a LIMS “HOMOGENIZATION" Analysis
Product Complete all Iog-ln ‘information for the individual and the composite samples as
descrlbed under “Sample Log- In” above. The label for the Composite sample will Iater be

by them when the composne |s prepared

Ensure the LIMS"‘Igm_.,.entry for the Composite sample clearly lists the individual samples
making up the Composite. In addition, ensure that each individual sample also lists the
identity of the Composite sample that the individual sample will be placed into.

Note that in some cases a client will submit several discrete samples in a single container
(e.g. several fish) but will provide instructions to treat this as one sample. In this case, the
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sample is to be treated as a single sample. PN S \>
. N “
K \,‘\“\_\ g “, . p
IV. SAMPLE STORAGE PN , \Qx/

1. Store samples in the appropriate location for thepamcular matnx type Refer to the Sample
Storage Requirements Table in the spec‘ifc “analyucal method for proper storage
requirements. L “
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analysis has not been specified, unusual matrtx complex analysns requests ‘and heavy workload
and/or time constraints) the foIIowmg temporary storage condltnons may. Be used.
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Matrix :;; ..,S,torgge Gondition

XAD column (filter + fesin). . . e
Aqueous samplesf‘ N N
Stack gas sample trams 4°C
Wet pulp, slugge . \\ \
Solvent extracts . ™. R
Air (PUF 4 Filter)
Solids (e.g- Sedlsmlfashl’part fJIter)
Tisstes (mcludlng blood“ mllk) ™. -20°C
Extracts |n autosampler wals \

'\ Defoamer S N N

\Wet solld requmng sample pre—treatment or 4°C
preservatlon AAAA

1. Accuracy of login information is independently verified as described in section II-5. This
review must be completed within 3 working days of sample receipt. Where errors are
discovered the corrections must be made within 1 working day of discovery.
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2. Follow up verification of any corrections requested to Iogéi“nni‘r_lfor\hwaf?bn,\iﬁbmqi\hg“s\ain"’nple label
modification, LIMS entry, or supporting documentation. changes must be._completed by the

Project Chemist within 2 days of requesting changes.
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